Learning Focal Point Guidelines for CAP training 
(from DHEOps Learning Focal Pointing guidelines & CEA Peer coaching methodology)

1. Introduction

In Homer’s Odyssey, the great king Ulysses entrusted Mentor with his household and his son, Telemachus, when he went off to fight in the Trojan War. Mentor was a teacher and guardian to Telemachus. Over time the word mentor has become synonymous with trusted advisor, friend, teacher, and wise person.

In a training setting, the Learning Focal Point has limited time and interaction with the participants. Yet the relationship principles are similar and as important. During the training, the Learning Focal Point plays an important role in supporting the learning process of the participants.

2. Aim and Objectives

During the training, the four Learning Focal Points will work with six participants each, supporting the learning process and cadence, clarifying IFRC systems, policies and procedures as appropriate and offering informal support for professional development resources beyond the training.

The assessment will occur through participant self-assessment (document completed throughout the training) and feedback from the facilitation team. To maintain the trust relationship of the participants, it is important for the Learning Focal Point to be not perceived in assessment the participants.

Each evening the facilitation team will meet to flag participant highlights as well as others that need further assessment due to issues that may have taken place. The facilitation team will provide input into the final assessment based on written criteria. As Learning Focal Points, will be part of the facilitation team, the collective assessment feedback will be communicated through the Learning Focal Point on the final day, during a one on one session.

Terms used:
Learning Focal Point: Jackie, Jamie, Nebojsa, Gwen, Chaim, Johanna, Dorottya 
Participant: The 35 participants
Facilitator: Facilitators of sessions
Facilitation team: Composed of Learning Focal Points and facilitators

3. Expectations

Learning Focal Point are:
· Expected to meet with the group of participants by the evening of Day 1 to outline the role of the Learning Focal Point and participants.
· Encouraged to reach out individually in the next day to say hello to each participant and understanding on the support and availability of the Learning Focal Point
· During group work sessions, it is expected the Learning Focal Point will be beside their group of participants and ensure focus and correct IFRC policies and procedures are applied
· Finally, it is expected the Learning Focal Point will meet individually with each participant on the last day to provide the facilitation team assessment feedback. It is not expected the Learning Focal Point and participants will remain in contact following the training.

4. Roles of the Learning Focal Point and Participants

Learning Focal Point: In meeting the objectives of the training, the Learning Focal Point serves several functions:
· Provides relevant guidance and gives specific feedback, e.g. helps participants analyse the scenario / session situations, examine challenges and identify approaches to tackle them. *
· Uses coaching** as a technique and provide feedback as appropriate
· When requested, and as relevant, offers constructive critiques considering personal experience and professional knowledge, and presents organizational attitudes and views
· Provides respect to participants as well as earned positive feedback about their strengths.

Participant: The participants should have the following characteristics:
· Willingness to learn and assume responsibility for acquiring or improving skills and knowledge.
· Self-responsibility, i.e. proactively engages in raising problems and challenges, and identifying learning objectives that actively enlist the assistance of the Learning Focal Point.
· Receptivity to constructive feedback and coaching.
· Comfortably give feedback to their Learning Focal Point on what is working or not working in the Learning Focal Pointing relationship.

Note:
* As a Learning Focal Point, you are not expected to deal with or fix technical issues, but rather to guide the participants into doing it themselves. Learning Focal Pointing is about helping participants to perform better.

** Coaching implies guiding your participants, through probing and questioning, to develop his or her own problem solving and ideas.




Examples of questions to guide meetings

Meet individually each of the participants assigned to you on Day 0 or 1: 

What are your goals for the training? 
How can I support you with these goals?
Review the self-assessment with the participant and answer any questions they may have about the assessment process.
Any other questions/feedback?

Meet the group or individually end of Day 2: 

What is going well in the training? 
What is not going well in the training? 
Are you struggling with any sessions?
What areas do you want to improve/work on in the areas/subjects covered in the training so far?


Schedule 15-minute time slots at the end of Day 5 with each individual participant. Questions to cover during this session: 

Do you have any questions or concerns about the training so far? 
How do you think you are performing in the training? 
What is not going well in the training? 
Feedback anything that has been observed in the first few days so that the participants have an opportunity to show improvement before the training ends.
Any other questions/feedback?


5. Developing a Successful Learning Focal Point Relationship

Learning Focal Point and participants should take certain steps to develop a successful Learning Focal Pointing relationship with one another. Your first Learning Focal Pointing session is crucial in establishing a healthy and effective Learning Focal Pointing relationship. It is where you will start getting to know one another, set expectations and goals.

Get to Know Each Other
Get to know each other as people. Spend time introducing yourselves, sharing information such as your preferred names; one another’s current positions and your relevant job histories; why you decided to become a Learning Focal Point; any information about hobbies, interests, etc., you both feel comfortable sharing.

Setting Expectations
It is very important for Learning Focal Points and participants to discuss with one another:
· What everyone hopes to gain from participating in the training.
· What each individual think s/he can offer to the other.
· Issues that the Learning Focal Point/participants may not feel comfortable discussing.
· What the emphasis of your discussions will be, i.e. substantive areas, soft skills or a balance of both.

6. Tools for Success

Characteristics of the Best Learning Focal Points

To be a Learning Focal Point is to be honest about one’s experiences and even failings, not to be a fount of wisdom. Many patterns of life and leadership challenges recur. You will find that the lessons of your leadership stories now can be matched with the challenges of your participants from time to time as your relationship grows. Also, simply listening can sometimes be enough. The two basic Learning Focal Pointing questions are something like these: “What are your priorities? How can I help you?

· Listen: Committed listening is the key to building a trusting relationship with your participants. A committed listener helps people think more clearly, work through unresolved issues, and discover the solutions to their problems.
· Teach by example: Learning Focal Point actions are scrutinized by the participants. Recognize that even more than what you say, what you do or have done is your best Learning Focal Pointing advice.
· Adapt your Learning Focal Pointing techniques: Vary your Learning Focal Pointing “style” per what your participants needs – i.e. a more direct, “telling” approach to address an urgent situation, or more of a coaching approach, by probing through questions to guide your participants toward the best solution. Offer sage advice to your participants; show him or her “the ropes”. Remember, a true Learning Focal Point can guide rather than direct.
· Focus on whole person development: This includes building the participants confidence, values, attitudes, self-acceptance as well as confirming their strengths, strengthening their weaknesses and clarifying their goals.
· Encourage self-responsibility: See yourself as a resource. Take your cues from the participants. Expect the participants to raise current job problems and challenges, and to identify goals that actively enlist your assistance.
· Engineer relevant experiences and introductions: Your experience, the network of contacts you have, the ability to see opportunities that would benefit the participants should enable you to provide relevant experiences from your own career as well as to create new opportunities for the participants to take advantage of.
· Provide relevant examples and stories: How you dealt with a donor who was disappointed; how you managed conflicting agendas in your country team; how you dealt with a government that was reluctant to receive international assistance – none of these things are in the files.

Remember – a Learning Focal Point’s role is to give his/her participants a different way of thinking. You may have to remind your participants that you’re not telling them what they should do, but rather offering another perspective, based on your experience. It's critical that they consider what you say but then make their own decisions. Otherwise, they will miss out on the opportunity to learn from the best teacher of all: experience. In that sense, a Learning Focal Point is not so much an adviser as a sounding board.

Useful Learning Focal Pointing advice is:

Actionable, Current, Relevant
· It offers a relevant, current and concrete path to growth and improvement.
Supportive and Sustainable
· It doesn’t offer to do the task; it provides guidance on how to do it, and coaches to improve the participants chances of doing it effectively.
Candid and Specific
· [bookmark: _heading=h.gjdgxs]It does not give a false impression of the skills and abilities of the participants but provides honest and specific feedback and a route to growth.
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